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1. Puroose 

hdninlstratlve Directives are Fssued to: 

- Fmprove semice to the public through efficient and effective 
sanagement ; 

- provide guidaacc.to'the various departments of the City of San 
Ant,oLlio ; . 

- implement unffora procedurea for tha handling of day-t&day 
odminfstratlve activities. 

2. Xesponsibility 

a. The Budget and Research Department will have administrative 
responsibility for coordinating the preparation, publication, and 
distri$ytioa of Administrative Directives.‘ 

b, The City Xanager till review and approve all Administrative 
Directives prior to theft implementation. 

c. Department heads will ensure their department's coqllance vith the' 
provisions of the various Mminfstratlve Directives, 

3. Procedures 

a. Mninistrative Directives are issu 
Manager, and, if appropriate. the a 

er the signature of the City 

responsfble for t%e impleaentarioa 
ture of the department head 
he Directive, 

b. Administrative Directives will 
City department by the Budget a 

dexed and distributed to every 
earth Department. 

c. Mministrative DlrectLves till be effective upon the date of 
Issuance, unless othervise specified, and till ruain in full force 
until officially revised, superseded, or cancelled in writing. ;' I 

6. Format 
;?f 
:; & . . -_ 

a. The folloting sections, as needed, shall be include,) In each tl. 
Administrat lve Direct lve: 

(1) PeRPoSE - A statement of what the Directive till accomplish. 

. 
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. 

_. . . 
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(2) BESPoNSIBILI3x - klineaces reqoasibilitles of depa-encs 
and/or lodfyiduals. . 

(3) DEFINITIONS - fhia scctlo~uay ba wed if my of the terns are 
subject to misundcratandiog, , 

b. Folloving them Introductory uectioru shall be other sectiona 
elaborating the poliq or procedura dealt with La the Directive. 
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